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Rula

Rula.371053@2freemail.com  
Objectives
Seeking a challenging position, with strong growth prospects, that would allow me to grow professionally and improve my experience in management, HR, and administration fields.

Education

· Bachelor degree in Business Administration: Birzeit University, Ramallah / Palestine, May 2011.

· High School Diploma: Friends Boys School – SAT program , Ramallah / Palestine, May 2007.
Work Experience

· HR and Admin Coordinator Team Lead at SANAD constructions company, July 1st, 2015 –Present

My responsibilities include but are not limited to:

· Managing the HR and Admin work for SANAD and its four subsidiaries (70 employees).   

· Manage Personal Files: Prepare employees files (hard and soft copies), keep record of all the important documents and enter employee information on HR system “MENAHR” to maintain an update electronic and manual personal database.

· Arrange for advertising or posting of job vacancies, and notify eligible candidates of positions available.  

· Conduct interviews with other department’s managers for new hires in the Company.

· Ensure the general orientation during the introduction of new employees. 

· Establish monthly reports according to requirements. 

· Maintains monthly overview of vacation- Official holiday's balance of all staff and delivers a monthly consolidated summary to the relevant supervisors. 

· Keep track of the employee vacation balance and fulfill the necessary approvals on all types of leaves to ensure accurate tracking and follow up the staff time attendance. 

· Coordinate the hotel and travel booking and visa issues for all the staff. 

· Follow up all administrative issues such as Insurance policies, company purchase, leasing cars, petty cash, stationary and other admin issues. 
· Follow up administrative services for the departments and units of the company as services and hospitality cleaning and maintenance, security and other.
· Follow up with the insurance company for employee’s health insurance, fire and works men compensation, also cars insurance. 

· Receive approved training requests from managers and obtain the training department’s confirmation, and ensure that their attendance is recorded for the course duration to fulfill the training process. 
· Prepare monthly salaries. 

· HR Officer at the National Insurance Company, October 2011- June 2015
My responsibilities included but are not limited to:

· Manage the HR work for National Insurance company which contains 7 branches and 12 offices (200 employees).   

· Receive approved training requests from managers and obtain the training department’s confirmation, and ensure that their attendance is recorded for the course duration to fulfill the training process. 

· Ensure compensation and benefits are in line with company policies and legislation.

· Payroll preparation. 

· Administer employee discipline processes.

· Review and update employee rules and regulations.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Keep track of the employee vacation balance and fulfill the necessary approvals on all types of leaves to ensure accurate tracking and follow up the staff time attendance. 

· Manage Personal Files: Prepare employees files (hard and soft), keep record of all the important documents and enter employee information on HR system “MENAHR” and “AIMS” to maintain an update electronic and manual personal database. 

· Identify and manage training and development needs for employees.

Volunteer Experience

· Representative, Sharek Youth Forum- 2010

My interpersonal and communications skills were utilized in this position where we worked on promoting Palestinian products and encouraging consumers to choose the local goods. 

· Internet Teller, Hadara Company -2008

In this part time position I performed a range of secretarial tasks and assisted with customer service. Hadara gave me the experience of a professional environment and the meaning of being multi tasked.

· Volunteer,  English Department AMIDEAST in 2007

In this internship I was entrusted with supervising and correcting English placement tests. I also helped in filing and office organization.  I also dealt with visitors and customer inquiries. 

Training courses: 
	
	Training subject 
	Training instructor 
	Training center 
	City 
	Hours

	1
	7th Annual Forum for HR and Training Managers
	Dr.Abdel Fatah Al-ajlouni
	Osool for training and consulting 
	Amman Jorden 
	15 training hours 

	2
	Applying the Labor Law in the Palestinian Territories 
	Mr. Wajih A.Elayassa
	Lead International for training and consulting 
	Ramallah 
	14 training hours 

	3
	“PMP” اساسيات الادارة المحترفة للمشاريع 
	Mr.Khaled Salim
	General Consulting and training 
	Ramallah 
	24 training  hours 

	4
	Administrative Investigation and penalties procedures


	Miss. Buthaina Salem 
	Palestinian Banking Institute 
	Ramallah 
	15 training hours 

	5
	Palestine Income Tax Law 8/2011 Amendments and effects


	Mr. Jehad AL-zmere 
	Palestinian Banking Institute
	Ramallah 
	15 training hours

	6
	Reach Call center 
	
	Reach Center 
	Ramallah 
	32 training hours 


Additional Skills
· Excellent communication skills.

· Professional in Microsoft Office package and Internet.
· Knowledge of administrative and office procedures, budget planning, human resource practices, and/or procurement and inventory management.
· Advanced organizational skills and ability to handle multiple tasks.

· Performs well under pressure and meet deadlines in a timely manner. 

· Ability to monitor, analyse, consult, and report on programs and activities.

· Proven skills in analytical thinking, problem solving and conflict resolution.

· Able to grasp and learn new concepts quickly and self-motivated to learn. 

· Excellent oral and written communication skills.

· Bilingual- Conversationally fluent in English and Arabic. 

· Presentation skills.
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